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' : NO. -0
Holl of Records To be Submitted to the Records Management Division o M ta
Commission Hall of Records Commission PAGE 1
NO. °
1. Requesting Agency

2. Division or Bureau of Requesting Agency

DEPARTMENT OF RECREATION
3. Authorization Requested (Check only one of the squares below).

CITY OF ROCKVILLE, MONTGOMERY COUNTY

A .
Dispose of present accumulation, No
additional accumulction is antici-

pated. Records hove ceased to have volue
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation., The records will cease to

C
Microfilm and destroy originals,
Originals if not microfilmed would be

retained for the period of time indicated.
have value to warront their retention ofter

the period of time indicated.

4,
ltem

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records

and Board of Public
VWorks.

AY

1, CASH RECEIPTS JOURNAL © ~

Size: 83" x J1v x 1n

Datess 1961 - =

Quantity: 1 ring binder

Audits In Department of Finance

The Cash Receipts Journal is a record of these receipts giving the
date, the name of the payce, the receilpt number and the amount col-
lected, the name of the activity and the nams of the instructor if
a class feo is charged, The Recreation Department and ths Cashier
in the Department of Finance collect fees for various recreational
activities and facility use and both issue receipts, Copies of
receipts issued by the Cashier and by the Department are filed in
the General File (Item 2). The Department of Recreation turna over
all fees collected to the Department of Finance with a transmittal
and a copy is retained in the General File. Disbursements are not
made directly by the Department; an Authorized Payment Form is
forwarded to the Department of Finance after which a check is issued|
and the transaction recorded and audited in that Department.

RECGMMENDATION:

APPROVED
HALL OF RECORDS COMMISSION

RETAIN PERMANENTLY.
24

GENERAL FILE

Size: Legal size
Datess 1956 - -

Quantity: 5 file drawers :
File Arrangements Alphabetical by subject (continued)l

/79ency, »Diviéion %&jreau Representative
/
il b T,

Signature //

Schedule Authorized as Indicoted in Col. 6 by Hall of

.Records Commission.

5/15/1962
Archivist

Director
Title

5/111/1962
Date

Disposal Authorized as Indicaoted in Col. 6 by Board of -
Public Works.

ﬁé;dﬁ cetd ﬁgt#
Secretary Y

}l:i‘\Y 1 T

[N

Dote

Date




A
FORM HR.RM 1A

S

- SCHEDULE -
T e 60 RegUEST FOR RECORDS RETENTION SCHh.OULE NO. - M-J
Hall of Records (Continuation Sheet) PAGE

Commission NO. 2,

5. Description of Records

6. Recommendation
Describe reccrds accurately. Include title, form number, size of documents,

ltem

of Hall of Records
work or activity to which the records relote inclusive dates, and quonhty and Board of Public
No. (cubic or linear feet). Show recommended retention period: © {Works.
Accounting
Petty Cash recoxd
" Permit oopies

Receipt copies (filed by name of mcreation center )
Authorized Payment copies

Budget
Business and Financial
Purchase Orders
Receiving Department
Requisitions
Shipping Tickets
Civic Center = -
" Correspondence
Mayor and Council
Memoranda (filed by departiment)
Parks . ,

Personnel (vasie file is in the office of the City
Manager, Schedule M=2 , Item 1)
, Employment Applications .
.Personnel Folders (by name of employee)
o Time Sheets and Reports.
o Playgrounds
. Heports of Reereation Service

APPROVED
HALL OF RECORDS COMMISSION

Art : L _
Chess

Dance

Sw:l:mrd.ng?

Softball

The Gereral File also includas two separate divisions for the fol-
lowing subjects:

A, Classes and Speclal Events

. Correspondence
o . Type of Activity (by name of activity)

B. Memoranda te Individual Teachers (by name of

teacher)
Remdttaneces (Transmittals) to Department of Finance
Receipt copies
Caghier

Department of Recreation

Recarmendation "A® applies to receipts, remittance and authorized
payment forms, and petty cash recordss persommel folders are pro-
vided for under Reconmendation ¥B#; Recormendation *C" applies to .
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(8.60) ‘RiLUEST FOR RECORDS RETENTION SCF._oULE No. . /)7,3
Hall of Records (Continuation Sheet) ° . PAGE ' '
Commission NO. 3,
4 5. Description of Records ~|6. Recommendation
P Describe reccrds accurately. Include title, form number, size of documents, of Hall of Records
9" work or activity to which the records relote inclusive dotes and quantity and Board of Public
0 (cubic or linear feet). Show recommended retention period. Works.

all other records except those which have continuing legal or ad-
ministratite value to the operation of the office. Requisition
copies and all printed and mimeographed material are considered
- to be nonrecord within the meaning of the statute governing non-
record material (Annotated Code of Maryland, 1957 Edition as amend-

ed, Art. k1, Sec. 179) and may be destroyed when no longer needed
by the office.

A, | RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL ALL AUDITING

REQUIREMENTS HAVE BEEN MET, WHICHEVER IS LATER,
THEN DESTROY,

B. | RECOMMENDATION: RETAIN WHILE EMPIDYEE IS IN CITY SERVICE AND F(R
THREE YEARS THEREAFTER, THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

C. | RECOMMENDATION: RETAIN FOR THREE YEARS, THEN DESTROY.




